
HOW TO PRINT YOUR TRAINING HISTORY/TRANSCRIPT USING YOUR PORTAL 

ACCOUNT 

 

 

You can print or email your NCJA training history (i.e., transcript) through your portal account.  

 

1. Once you’ve logged in to the portal, click Email my Professional History Report. 

 

 
 

2. To email the report, enter the recipient’s email address in the box. Type a message (if 

desired) in the Custom Message box. Then click Email. 

 

 



3. To print your training history before emailing it, click the View Professional History 

Report link. Your training history will open as a PDF document, which you can then 

print. 

 

 
 

4. Note: This report only includes courses you have taken directly from the NC Justice 

Academy. It does not include courses taken at a community college. It also does not 

include courses taught by another agency (e.g., NC Wildlife, SBI, Department of Public 

Safety, or DMV) at the NC Justice Academy campus.  


